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Introduction
[bookmark: _GoBack]Metadata requirements for a solution can be defined using the following six step process that leverages a combination of models, diagrams, matrices and tables:

Step 1:
Examine Business Process Models

Step 2:
Create a Data Flow Diagram

Step 3:
Create a Data Dictionary



Step 4:
Develop UI models that show available metadata
Step 5:
Develop a content type/metadata matrix
Step 5:
Develop a metadata table



Step One: Examine Business Process Models
A business process model is a visual representation of the sequential flow of activities that occur within a defined set of individual roles or groups for a specific business domain.

Step Two: Create a Data Flow Diagram
 A data flow diagram is a visual representation of how data is input, processed, stored and output from within a system or a combination set of internal and/or external systems.

Step Three: Create a Data Dictionary
A data dictionary lists all applicable business terms relevant to the domain, along with their agreed upon definitions.

	Term
	Definition
	Acceptable Values
 (Draft, In Review, Reviewed, In Approval, Approved)

	
	
	



Step Four: Develop User Interface models that show available metadata
 A user interface model is a visual model that depicts the display that an end user will see when interacting with a system.

Step Five: Develop a Content Type/Metadata Matrix
A content type/metadata matrix is used to display the association between the entire set of metadata vs. all of the different content types within a system.

	Display Name
	Content Type #1
	Content Type #2
	Content Type #n

	Subject
	
	
	

	Title
	
	
	

	Keywords
	
	
	




Step Six: Develop Metadata Table
A metadata table provides a textual listing and corresponding description for each of the metadata fields that will be used within a system.

	Display Name
	Data Type
	Single or Repeating
	Free form or List Value
	Required or Optional
	Default Value
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